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PSEUDO SF50  

The Pseudo SF50 will not update the database.  It will only produce a Notification of Personnel Action 
(NPA) for cancellation of a prior action that has no impact on an employee’s current assignment or 
employment status.  
 

 STEP ACTION 

 
1 

 
• From the Navigation List – Click on PSEUDOSF50 → <Open>. 

 
2 
 
 
 
 

 

 
The Pseudo SF50 Window displays. 

• With your cursor in Block 1, type the employee’s last name and Tab.  The LOV 

displays and populates the rest of the information; e.g., first name, SSN, Date of Birth. 

 
Note:  You cannot use the SSN to get the LOV.   
 

            
 
• Fill in the blanks applicable and use the outer scroll bar to move down the form.  

When you reach the bottom of the outer scroll bar use the inside scroll bar on the 
right to move down the rest of the form.  
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3 • Once all data is entered, Click the Save  button on the Toolbar. 

• Scroll to the bottom of the form using the inside scroll bar. 

• Click <Reports>.  The pop-up Forms Window is displayed. 

• Click <OK>. 

 

 

4 
VIEW AND 

PRINT 
 

 

To view and print the Pseudo SF50: 
• On the Main Menu Bar – Click View  → Requests 
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5 

 
The Find Requests Window is displayed. 

• Click <Find>. 

 

 
6 

 
The Requests Window is displayed.  Select Pseudo SF50. 

• Click <View Output>. 
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7 

 
The Pseudo SF50 displays using GhostView. 

• To print - Click on File → Print 

 

 

 
8 
 
 
 
 
 
 
 

 

 

• To close GhostView - Click File → Exit 

• This will return you to the Requests Form – Click File → Close Form 

• This will return you to the Pseudo SF50, scroll to the bottom of the form, 

• Click <Exit>. 

 

Note:  Once you leave Pseudo SF50 window the information you have typed will not 
be saved. 
 

 
9 
 

 
 
 
 
 

 

Notes:  To tell the difference between the Psuedo 50 & the Modern generated NPA, 
check the approval date of the NPA.  The Psudeo 50 approval date will show as       
MM-DD-YY (the year only has 2 characters), but the Modern generated NPA 
approval date will show as MM-DD-YYYY (the year has 4 characters) .    
 

Another option would be to type the word “PSUEDO” in Block 36 of the Pseudo SF50.  
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Caution:  A Pseudo SF50 cannot be corrected. 

 


